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MEMORANjJ JM j: OH: Deputy Director for Intelligence 

Deputy Director for Plans 

Deputy Director lor Science Sc X ecluioiG-gy 

Deputy Director for Support 


SUB JI 


-A. ?. chiv os, , Hi s to xy , a nd -Records 


1. Considerable study and discussion nave taken place of tee 
x-xgency I-iisfcorical Program and the Records Management and. 

Ax cilices Programs* ± nis memorandum will outline a basic approach, 
to the interrelationship of these three subjects in an effort to improve 
the Agency's performance in all these fields* 


J.n essence, the three subjects all record our experience, to 
make it nv a liable ior mture use as required. This use includes file 
searches for current operational support, briefing and training new 
personnel, answering press or Congressional questions a s to the 
Agency s 1 ole in earlier events, ccc, Txxo problem is to design a 
system which will satisfactorily answer the needs of the future in 
tne so fields \vich a minimum, expenditure c ox man hours and funds at 
present* In uiese days ox declining personnel ceilings, we obviously 
cannot, dedicate laige am.oun.us of current manpower to making imiriodi^ 
ately available detailed answers to all contingent questions. On the 
ot.aer hana, some records nave direct value to future operations, and 
certainly our need to handle press or Congressional questions warns vu 
Oj. the need to devote an appropriate effort in. this, direction* 


future in 


In out appx'oacn to mis problem in this internally compart- 
n ' e ; i L e c l j- x g e a c y , 1 1* x s e s s e n i. i a 1 1 o dsce n u r a I x z e mu c lx o £ t h e r c spoil s 1 - 
bility and most: of the actual effort. At the same time, this doconcralM 
cation needs to be matched by a reporting system which will indicate 
the degree to which minimum standards are met by all units, and a 
mechanism oy wnic .11 unhs can profit by interchange of experience and 
by sharing solutions* 


4. In our analysis we must clearly recognize different kinds of 
records material and the diixerent purposes we expect them to serve* 
Some ox our records are important basic reference tools, e/g* , CT files. 
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Some are analyse working files of moderate life requirements, Some 
are formal publications o£ the Agency distributed elsewhere in the 
Government with source sanitization. Some are operational records 
and documents, and some of these are highly sensitive and must re- 
main compurtmcnted as we ll as classified . Some of our reviews of 
past events are essentially chronicles of these events, which have 
value to new arrival s. Some should be analytical reviews drawing 
lessons and conclusions. Our system should reflect these differences 
if it is to do the job needed* 


5* The following overall approach to this situation has been 
developed for implementation through the mechanisms indicated; 


a* Records Management 


(1) Effective records management is the foundation stone 
of any satisfactory action in these fields, as well as current ' 
operations depending upon effective records. It must be the, 
subject of continuing and serious attention at all levels of the 
Agency. The Executive Director will report on it periodically 
to the Director and Deputy Director, and it will be reviewed 
semiannually with the Deputies , 


(Z) The Records Management Board (with representation 
from each Directorate at the senior officer level, and such 
secret ar iat as, m a y be req uired), will report its conclusions, 
’recommendations, etc. , (with any dissents) directly to the 
Executive Director. The Deputy Director for Support will 
provide^ general support for the Ag enc y Records Manag emen t 
Pi v _og_ram, while each Directorate will remain responsible 


or the Records Management 1 




am win tun its own i.urec- 


tDr?±e. The Chairman of the Records Management Board 

.will be the Agency Records Administration Officer and will 
report directly to the Executive Director, together with hi s 
secr etariat. The Records Management Board will make 
semiannual reports to the Executive Director, outlining the 
status of the Agency's Records Management Program, any 
problems it is experiencing, and its recommendations for 
improvement of the Program (including reports on records 
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. management to be submitted by, the Directorates), The 
’Executive Director will consult .v/ith the Deputy Directors 
'before imp lamenting any such recommendations* 

(3) The Agency Records Administration Officer will he 
a no n y o i; i n. g mem o e r or toe J g cncy In to r mat i on Processing . 
Board, - whir autnoriuy to suom.it agenda items and r ©common - 
ca cions to wig Xn.i.oiraEiciou Processing Boircu He will par-* 
ticulaily biing uo m© attention ox the Information j?rocessing 
Board those aspects of the Agency's Records Management 
Progiam wiu^n snouHL do considered by the Info x mat ion. 
■Pioceasing .board, with any recommendations for support of 
the Agency Records Management Program requiring Informa- 
tion Processing Board action* * He will similarly make avail- 
• able to tire Records Management Board all information coming 
before the Imormr^i on. Processing Board which - 1 might be of 
value or be appropriately considered by the Agency Records 
Management Board and its members * 

(n) J. no Records ivianagement Board will develop record** 
mendations as to categories of Agency records (such as tho 
categories in. paragraph 4 above, plus any others deemed 
appiopriaie) ana as to s peciuc guidelines for the selection 
and retention of records in these categories* These guide- r 
lines should also, where appropriate, include time periods 
for reLemion by category ana indicate disposition thereafter, ■ 
a-nd include appropriate measures to comply with legal and 
executive requirements for retention and declass if icatio xu 
In pai ticular, r e c ommenaati on s should be made as to thsT" 
identification of categories which might appropriately be 
retired as classixied Government documents under GSA 
auspices or passed to the National Archives, rather than 
’ iiexu s oievy unci or Dli*. control to orotect i nt e 1 Li a o u c e ■ 3 o ^ 
.arid methods. 


(5) The Records Management Board will serve as the 
foium for r ecornrnendations for declassification, Agency 
contributions to other Agency historical programs and other ^ 
interagency problems' involving the Agency's records. In 
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this process, coordination will be made as appropriate with 
the. General Counsel, the Director of Security, the Agency 
Historian, the Agency Archivist, ' etc. 

b. Archives ' ■ 


(i) Each unit submitting an annual report report (see 
below) will identify its key documents and files for permanent 
inclusion in Agency Archives . The Records Management 
Board will develop the system or systems by which such 
documents will be identified on a systematic basis during the 
year and indexed for later. access, as an element of the 

pP^ogram. Annually, each unit will 
make an overall review to ensure that the documents marked 
for archival retention are neither excessive in detail nor in- 
complete through omissions. A certificate to this effect will 
accompany tne unit's Annual Report, and the Agency Archivist 
w£T.l~f ep 6 rt~ahy~pr oh loms" in this" ? r oc e s s" to tlie" Executive ! 

Director through the Records Management Boar dV 


(2) An Agency Arcnivist will be appointed to supervise the 
Agency's Archives Program and will report directly to the 
Executive Director. He will be a member of the Agency 
Records Management Board and will coordinate the execution 
of the Archives Program through this Board. He will also 
work, in close coordination with the Agency Records Manage- 
ment OiT-'icer and tne Agency Historian. Archivists will be 
appointed by the Deputy Directors in their Directorates to • 
supervise this program in the Directorate. These officers 
will be of senior grade, although they may be appointed as 
Directorate Archivist as a part-time duty in addition to. other 
duties ?heyRvill~be'hs , hi'sTed;hY''theT)lh : eEtorEtdBBTp'rC3 
Management Off ic er s , The Agency and Directorate Archivists 
will supervise compliance with overall Agency Archives regu- 
lations to be drawn up and issued after consultation .with the 
Deputy Directors. A semiannual report to the Executive 
Director on the Archives Program will he prepared and co- 
ordinated with the Records Management Board. 

(3) Arrangements will he made for the' segregation of 
arenival documents from -those hold xor records purposes. 
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in order to permit tne automatic retirement and disposition 
oi recoras without loss of key archival documents. Archive; 
will be physically held by the Records. Management Officer 
in the llccoms Center, under guidelines established by the 
Agency Archivist. 


History 



Tne major thrust of the Agency Historical Program will 
be placed on the development of analytical histories of row 


pou, Lanb Agency activities and operations, The 1 *Ofxic© 


His tor 


. approa.cn ro date, which has been largely successful in brin^- 

• 1X * our ™ sfco *yup to 1965, will no longer be the major focus - 
; OA the Program, as the chronicling of future Agency activity 

; will take place under the Annual Report system outlined below. 
' Lhus > A, ture Agency Histories will take major subjects of 
Agen_} a^thiuy arm analyse tne ways in which the various ele- 
ments of the Agency worked together to produce the overall 
. Agency contribution to the operation in question. There will 
. be some situations in which a single element of the Agency 
. provided all or most of the Agency participation in any one 
activity, ^ more w.ll be occasions also when sensitivity will 
require tnat any analytical review of an operation be con- 
ducted m a most restricted fashion. This will apply to many 
Clandestine Service Histories. Priority will be given to 
.establishing the basic Agency History of the more prominent 
operations anci activities in which the Agency has been engaged, 
e. g. , Cub'an Missile Crisis, Rav of Pigs, War in Vietnam 

• War in Laos, | ] U~2 Operations, etc., with 

particular attention to lessons derived from these experiences. 
TJwse. idstp.ries.should_aiso.be. indexed in a fashion to permit 


neir vs : 




_h'2_R±_ ,i.t.-..»eCudi:s response o public or con- 


■i inquiries on those prominent events to the 


xeasibie. Histories will in the future a e p eml VpAnhVxmu a 1 
Itepo.u.3 for general chronicle and upon the Archives Program 

• for identification of key documents. The Agency Historian 
will be an ex ofricio member ox the Records Management 

• Board, will report directly to the Executive Director, a.nd will 
work in close coordination with the Agency ’Archivist and the 

•Agency Records Management Officer. ■ 


Approved For Release 2002/05/09 : CIA-RDP86-00.895RQ001 00070007-0 


pC.'.iyfpy t \ 



■ 


Approved (^Release |6a^05/pS j : C!/t^86-00®k00Q1 00070007-0 


- 6 - 


-. d. Annual Reports 


(1) .co proviac the necessary chronicle of the Agency's 
activities at minimum expenditure of effort, a system of 
annua], icporcs ot cue units ancl oi.fi c es of the Agency wi i.L b e 
do velopecu r nos e wu.1 be submitted to tlie next senior com- 
xn and level for re view and then h eld ^'the~orisinatini'~mir. 
with a copy incorporated in the Agency's Archives". The 


c.niruai report will be compiled during January, covering the 
previous calcndamyear . The identificatioii of~thr"eles^ont 3 “ 


to submit these annual reports and an outline of their format 
will be Ci ev elope ci by one Agency riistonan tor the jgicecutiye 
Director , in coordination with the Deputy Directors. These- 
ma,^y iaciucio s -fg nixie a tic c o m t a ct o :c units, when thes e played 

in Agency programs or operations. These 
annual reports snouid higiuight major a c c omplis rmaents , 
major proolerns and ov eraa conclusions and rcc ommendat ion 
xor xu lure action m tno unit its elf or by elements supporting 
oi as sociai-ea wicrx it* x-xs required, c ompartmented anneuco 
can b e compile a and held sep arately covering particular!/ 
sensitive events* • : r 


(2) In many areas it will bo essential to produce one-time 
i eports io cover trie years f r om 1 9 o 5 (or the most recent 
Hisxojy ) i.o che current Annual Report. This will be unclerc- 
Lukeri by units identified to submit future Annual Reports. In 
those situations m v/nich an overall Agency Hist ox* y to bo pro-' 
due eel will cover the period in question, a. separate Annual 
Repox l. neea nou oe developed (e. g, , the War in Laos, the 
Wa.r in Vietnam}, as tne necessary chronicle and Archives 
can be developed at the- same time as the analytical history* 
la owier cases, nowevexq a one-time effort to catch up to the 
cm cue annual r eporu system will be necessary, and this will 
Dt; unuer canon ny tne unit in question* Scaif supervision of 
rhis activity will be provided by the Agency- Historian and 
Archivist.. . * ■'/ 


e.’ Classification and Declassification 


■ The .Records hxanagement Board will be the focal point fee 
Rha Agency’s implementation of. the classification and 
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declassification procedures required by Executive Order ■" 
11652, Tlie Board will coordinate as required with the 
General Counsel, the Director of Security, the Agency 
Archivist, the Agency Historian and others in carrying out 
this responsibility. The Agency Records Management 


Officer will he designates 


under Section 7 of this Order as 


the Agency representative to the Interagency Classification 
, Review Committee, acting under .the supervision of the 


V/d ■ E, Coioy- ■' 
Executive Director- C ompt roller 


cc: Inspector General 
,• General Counsel 
; .l‘ Director of Security 



, / f. 
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